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01 Can lich sy, tranh sudng sa

02 Can tich cuc, tranh tiéu cuc

03 Can chinh xac, tranh mo ho

04 Két hop hiéu qua ca thé bi déng va chii ddng
05 Chi ndi “Sorry” khi that su cam thay cd [0
06 Khéng dung cac mau cau “kiéu ci”

07 Giong ndi va ngdn ngi co thé phu hap

Khong gidng nhu khi tro chuyén véi ban bé, giao tiép vdi doi tac yéu cau chang ta phai than
trong hon, vi ddi khi mdt cau néi cling co thé &nh hudng tdi kha néng ky két dugc hop dong.
Cach ndi sudng sa co thé khién doi tac cdm thay khong thoai mai, nhung viéc lam dung tir
“sorry” qué nhiéu ciing c6 thé day ching ta vao modt so rac rdi phap Iy. Khong nhin thang
hodc cd tinh tranh anh mat cla déi phuang khi noi chuyén co thé khién ho nghi chiing ta
khéng tu tin hay dang gidu giém gi d6. Trong phan nay, ban sé dugc lam quen vdi 7 nguyén
tac giao tiép trong mdi truting quéc dé cd thé tuong tac hidu qué véi nhiing nguai khac minh
vé cé ngon ngill va van hoa.
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LD CAN LICH SU, TRANH SUONG SA

14

Nhiéu ngudi nght réng tiéng Anh khong co kinh ngl, nhung thuc ra khéng han vay.
Cach strdung tirva trg dong ti cé thé lam thay d6i séc thai cda cau, khién né tré thanh
cau trang trong, lich su hoac than mat, sudéng sa. Dué6i day la mot s6 mau cdu mang
sac thai trang trong thudng dugc dung trong giao tiép cong viéc.

| want to do this project with the marketing team.
Toi mudn lam du dn nay véi déi marketing.
© want to |3 cum tirmang sac thai than mat, dudc ding dé dién dat truc tiép y musn cla ai dé.

* Mau cau thay thé
—> | would like to do this project with the marketing team.
T6i mong mudn dugc lam du an nay véi déi marketing
® Mau cau nay mang s&c thai trang trong hon, phu hop véi tinh huéng.

—» | wish to do this project with the marketing team.
Téi hi vong dugc lam du dn nay véi déi marketing
© Mau cau nay thé hién y muén mot cach gian tiép chi khong truc dién nhu
want to.

—> | prefer doing this project with the marketing team.
T6i rdt mudén lam du an nay véi déi marketing

"

© MAu cau nay gian tiép thé hién mong muén qua y “thich hon, ua chuéng hon”.

Can you email the file to me? Anh cd thé gii tai liéu dé qua email cho téi khéng?
©® Canyou~?lacau tric dudc dung khi ta mudn nhé ai dé lam gi, phu hop khi d6i phucng la
ngudi nha tudi hon, déng nghiép hay ngudi ban hang.

* Mau cau thay thé

—» Could you email the file to me?
Liéu anh cd thé gui tai liéu d6 qud email cho téi khéng?
O could tao cho cau séc thai lich su hon so véi ean. C&u truc nay co thé su
dung véi moi d6i tugng khong ké chrc vi, tudi tac va dugc dung dé héi dsi
phuong vé kha nang thuc hién mot viéc gi dé.



—> Would you email the file to me?
Anh gdi tai liéu nay qua email cho téi dugc khéng?
0 would mang sé&c thai lich su hon so véi will va dugc dung dé haéi liéu déi
phuong coy muon lam viéc gi do hay khong.

—> Is it possible that you email the file to me?
Liéu anh cd thé gui tai liéu dé qua email cho téi dudc khong?

O C4u truc Is it possible that ~ mang nghia “Liéu c6 thé/cé kha n&ng ~ hay
khong?” Cau hoi nay nhdn manh vao kha nang déi phucng lam mot viéc gi do,
vi c6 thé ho cdm thay ap luc khi bi nha va, cdu tric nay thé hién thai do lich su
va than trong clia ngudi noi.

—> Would you mind emailing the file to me?

Cam phién anh gui tai liéu d6 qua email cho téi dugc khéng?

O Would you mind V-ing? thé hién su than trong ctia ngusi néi khi dua ra 6i
nho cay déi phuong, dé ho khong cdm thay ap luc hay khéng thoai mai. Cau
trdc nay phu hop khi ta yéu cAu sy giup dd cla cap trén, ngusi l6n tudi, hodc
khi do 1a mot dé nghij kho va dé khién déi phuong cam thay khéng thoai mai.
V6i cau truc nay, cau tra |6i thé hién su dong y 1a No, nghia 14 “Téi khéng phién”.

—> Could you please email the file to me?

Anh lam on gui tai liéu dé qua email giup téi duge khéng?
O C4u trac nay thé hién thai do khan cau sy gilp dd cla d6i phuong, mang
sac thai trang trong manh hon so v6i Can you ~? hay Could you ~?.



LD CAN TiCH cuC, TRANH TIEU CUC

16

Trong v&n héa giao tiép, ngudi chau A thudng cé xu hudng it khi noi 16i tur chéi hay phu
nhan truc tiép, tuy nhién cau noi lai thé hién rd sac thai pha dinh mét cach tiéu cuc.
Nhiing cau nay néu chuyén sang tiéng Anh c6 thé tao cdm gidc nqusi néi thiéu tinh
than hop tac va kha tho o. Hay chu y thay thé ching bang nhirng cdu mang sac thai

tich cuc hon.

It is impossible to repair your laptop
today.

Laptop ctia anh khong thé sta trong
hém nay dugc.

We wasted $300,000 advertising in
that magazine.

Chuing ta da phi 300.000 d6-la dé
qudng cdo trén tap chi do.

You failed to provide all the necessary
information in your order.

Quy khach da khéng cung cdp day du
théng tin can thiét trong don dat hang.
[ am tired of seeing so many errors in
your report.

T6i phat mét khi phai thdy qud nhiéu 16
trong bdn bdo cdo cda cdu.

Your request doesn’t make any sense.
Yéu cdu cua quy khach khéng hop ly.

| was shocked to learn that you're
unhappy.

Toi rdt bdt ngo khi biét quy khach
khong thdy hai long.

Unfortunately, we haven't received it.

Bang tiéc la chung téi van chua nhan
dugc no.

- Your computer can be ready by Tuesday.
Would you like a loaner until then?

May tinh cla anh c6 thé sé dudc stia xong
trudc tha Ba. Anh c6 muén mugn may diung
cho d@én lic dé khéng?

- Our $300,000 advertising investment did
not pay off. Let's analyze the experience
and apply the insights to future
campaigns.

300.000 d6-la tién quang cdo cla ching ta
da khéng mang lai hiéu qud. Hay phan tich
trudng hgp nay va rut kinh nghiém cho cdc
chién dich vé sau.

> Please review the items, so that we can
process your order as quickly as possible.
Vi long kiém tra lgi cdc muc dé ching téi c6
thé nhanh chéng xtrly don hang cta quy khdch.

- Proofreading your report will help you
avoid embarrassing mistakes and
communicate more clearly.

Doc sodt lgi bdo cdo sé giup cdu tranh nhing
16i khéng dang c6 va truyén dat ndi dung ré
rang hon.

-» Please clarify your request.
Xin vui long n6i ré yéu cau cta quy khdch.
- Thank you for sharing your concerns about
your shopping experience.
Cdm dn quy khdch vi da chia sé sukhéng hai
1ong vé trdi nghiém mua sam nay.
- The item hasn't arrived yet.
Sdn phdm van chua dudgc chuyén téi noi.



L5 CAN CHINH XAC, TRANH MO HO

Nén tranh st dung nhiing c&u tric va tir quéa da nghia ho&c thé hiény trung lap, khéng
ro rang. Thay vao do, hay chon nhiing céu tric va ti gidp ban truyén dat ré y ctia minh.

Tirvung trung tinh, khong thé Tirvung mang sac thai manh, gitip thé hién
hién rd y muén néi @ ré y mudn néi O
> lerate d4 h(téc do lify ta am lug
increase tang accelerate day manh (t6c do) amplify tang (d&m lugng)
enlarge mé rong (vé kich cd) escalate leo thang (tré

@ Trong mot s6 trusng hop,

Y R nén nghiém trong hon)
tunay cé thé tao cam gidc mo

hé. khoéng ro rang. expand md rong (vé quy mo) extend kéo dai, gia han,
md rong
multiply tang I&n nhiéu 1an (vé magnify mé réng,
s6 luong) phong to (vé kich cg,
hiéu qua)
soar vuon Ién, tang nhanh swell phéng lén, to 1én

@ Thay vichidung increase véi nghia “tang” chung chung, ta nén
dung cac tur dong nghia khac gilp dién dat chinh xac hon tinh
chét clia su vat, su viéc duge nhac dén trong tinh hudng.

good t6t s
> admirable dang kham beneficial co g

@ Tu nay tao cam giac khong phuc, dang ngudng mo
cu thé, khong phu hop véi

’ : desirable dang ao usc leasant thoai mai,
nhung tinh huéng can dua ra E 3@ chiu oatmal
gidi thich rd rang, chinh xac. ’

sound dung dan, lanh manh superior cao cap

@ Thay vichidung good véi nghia “t6t” chung chung, ta nén dung
c4c tu déng nghia khac gitp dién dat chinh xac hon tinh chat
cla sy vat, sy viéc duoc nhac dén trong tinh huéng.
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CHUONG 1
([ ]

NHUNG MAU CAU HU DUNG KHI
GIAO TIEP TREN BIEN THOAI

BGi v6i nhiéu ngudi, néi chuyén dién thoai
bang tiéng Anh con khé hon ca trao ddi truc
tiép hoac qua email, thdm chi |a hop hoéc
thuyét trinh. B6 la vi khi noi chuyén qua dién
thoai, chung ta khéng nhin thay biéu cdm
guong mat va khau hinh cla déi phuong, do
d6 kho cé thé hiéu chinh xac diéu ho dang
noi. Trao d6i qua dién thoai cling dé gay hiéu
lam hon khi trao d6i qua tin nhan hay gap
mat truc tiép. Du vay, day lai la cach thuc
giao tiép ma chung ta cé thé ap dung mot s
mau ciu nhat dinh. Trong chuong nay, ching
ta sé lam quen v6i nhiing mau cau co thé su
dung trong cac truéng hop trao déi trén dién
thoai, tu viéc chao hdi khi goi hay nhan dién
thoai, dé lai tin nhan, cho dén nhiing cach noi
khi dam phan tu xa.




Cau truc dung khi goi-nhan dién thoai

T01 CO THE NOI CHUYEN VG STEVEN KHONG?

Moi ngudi thusng kha e ngai mdi khi phai nhan dién thoai bang tiéng Anh? Thét ra, nhiing
mau cau tiéng Anh hay dung khi goi - nhan dién thoai, hay khi can chuyén may don gian hon
ban nghinhiéu. Trong bai hoc nay, ching ta sé lam quen v6i nhiing mau cau hiu dung khi can
goi hay nhan dién thoai.

@ 01-1.mp3
= . N N P . QN
CHUANBI Mau cau thudng dung khi goi - nhan dién thoai %

Alo! Janet Lee xin nghe.
Hello, this is Janet Lee speaking.

T6i c6 thé noi chuyén véi anh Steven Park & phong tai chinh
dugc khéng?
May | speak to Steven Park in the finance department?

T6i goi dé hdi vé chuyé&n tham Seoul cla anh.
| am calling about your visit to Seoul.

T6i s& chuyén may cho anh &y. Xin vui long gil may!
I will transfer your call to him. Please stay on the line.




@ 01-2.mp3
BUGC 1

Tinh hudng thuc té

Lam quen véi cau

mau theo tinh huéng

(>}

Wimmer's Tip i

Dung “This is” d& gi6i

thiéu ban than trén
dién thoai

Vitrén dién thoai,
chung ta chinghe

dugc giong clia ngudi
6 dau day bén kianén |
héy dung Thisis thay |

cho I'm dé gisi thieu
vé minh. Ngoai ra, ta
ciing co thé dung Is

this ~? dé xac nhan d6i
tugng goi dén cé phéi

la mot ai do khong.
Is this the Sales
Department?

D6 co6 phaila phong
Kinh doanh khéng?

=]

Wimmer's Tip _.'.,5;-

Tao sic thailich sy
cho cau véi “may”

Ta c6 thé dung May

thay cho Can va Could
dé tao séc thai lich sy

cho céu. May | ask ~
khién cau mang séc
thai trang trong hon

sovai Canlask~hay

Could | ask~.
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Nhan dién thoai

Nhiing cau chao cé thé dung khi nhan dién thoai |4 Good morning /

afternoon / evening hay Hello! / Hi!. Hi! la cdu chao tao cdm giac than
thién, gan gi, tuy nhién hay dung Hello! khi ban nhan dién thoai clia cap

trén hay dai dién cong ty doi tac.

Hello, this is Janet Lee speaking. Alo! Janet Lee xin nghe.

Hi, this is Steven Lee in human resources.
Xin chao, téila Steven Lee clia bd phan Nhan su.

Hello, this is Johnny Chen from headquarters in Hong Kong.
Alo, téi la Johnny Chen 6 tru sé chinh tai Hong Kéng
- headquarters: tru sé chinh

Hello, John Evans, Sales Department.
Alo, téila John Evans & phong Kinh doanh.

Cho ngudi goi biét ban dang san sang 1ang nghe ho.

How can | help you? T6i c6 thé gitp gi cho anh?

How may | help you? (mang sac thai trang trong hon)
What can | do for you?

What can | help you with today?

Xac nhan tén, chic vy clia déi phuong va muc dich cla cudc dién thoai.

May | ask who's calling, please?  Xin hoi ai dang goi dién vay a?

Who's speaking, please? Xin hdianhlaaia?
Who's calling, please? Xin hoi dau day bén kia la ai vay?
Which company are you from? Xin héi anh goi tir cong ty nao a?

Sorry, you are...? Xinl6i, anhla...?

May | ask what this is in regards to?
Xin hoi c6 goi dén vi viéc gi vay?

May | ask what this is about?
Can | ask what it's about?

Could | ask what it's in regards to?



Wimmer's Tip g

Trudng hop can tim
ngudi phu trach

Khi khang biét ho tén

clia nguai can lién

lac, hay hdi xem nguoi

phutrachlaai.Co

thé dung cac cum tu |
the right person, the |

responsible person,
a person in charge
vdi nghia “ngudi phy
trach”.

What is this about? Co viéc gi khong a?

To what is this pertaining? pertain to ~ : lién quan dén ~

Goi dién thoai

Viéc dau tién ban can lam khi nguoi 6 dau day bén kia nhan dién thoai la
gidi thiéu ho tén, chuc vu cta ban than va muc dich cda cudc goi. Sau do,
hay néi tén va bo phan lam viéc cda ngudi ma ban can gap.

May | speak to Steven Park in the finance department?
T6i c6 thé noi chuyén véi Steven Park 6 phong Tai chinh khong?

Could | speak to Susan Kim in the marketing department?
T6i c6 thé noi chuyén véi Susan Kim 6 phong Marketing khéng?

Could | speak with John Evans, please?
T6i c6 thé noi chuyén véi anh John Evans khong?

Is Steven there? Anh Steven co ¢ do khong a?
Is Stevenin?

Trutng hop goi lai sau khi da két thuc cudc dién thoai truéce do.

Excuse me, this is the person who was just on the phone.
Xin 16i, toi 14 nguoi vira méi goi dién.

| was just on the phone with you.

Téila ngudi viia néi chuyén véi anh [Uc nay.

| just called a minute ago. T6ila ngudi vira goi dién mot phut trudce.

I've tried to get in touch with you several times.

T6i da cé gang lién lac v6i co6 may 1an.

Trusng hop ban lién lac voi d6i phuong qua su gidi thiéu cla mot ngusi
khéc, hoac lién lac thay cho ngudi khéac.

He referred me to you.

Anh &y da gidi thiéu t6i lién hé véi co. « refer to ~: nhac dén/chi dén ~

I'm calling on behalf of Mr. Lim. T6i thay mat 6ng Lim goi dién cho anh.

Dung mau cau | am calling about dé néi vé muc dich ctia cudc goi.

I am calling about your visit to Seoul.
T6i goi dé hdi vé chuyén tham Seoul clia anh.
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I am calling about the joint venture we discussed last week.
Toi goi vé viéc hop tac lién doanh ma ching ta da ban tuan truée.

I am calling about the recommendation letter you asked for.
T6i goi dé trao ddi vé thu gidi thiéu ma co da yéu cau.

I am calling about your inquiry. T6i goi dé trao d6i vé thac mac cla anh.

I am calling about a sales presentation scheduled for Friday.
T6i goi dé trao ddi vé budi thuyét trinh ban hang vao thi Sau nay.
- sales presentation: thuyét trinh ban hang

It's about the teleconference schedule.
T6i goi dé trao d6i vé lich hop qua dién thoai.

Chuyén may, ndi may

Ta dung cac dong tu transfer, put through dé noi vé viéc chuyén may, néi
may cho ai d6 va dung hold on, stay dé yéu cau d6i phuong gilr may.

I will transfer your call to him. Please stay on the line.
T6i s& chuy&n may cho anh &y. Xin vui long gil may.
« transfer: chuyén(cudc goi) « stay on the line: gittmay (=hold on)
One moment while | transfer your call. Dgi mot chut, toi dang chuyén may.
Please hold while | transfer you. Vuilong gilr may dé toi chuyén cudc goi.

Can you please hold while | transfer your call?
Xin gitr may dé toi chuyén cudc goi.

Please stay on the line and | will transfer you to Mr. Lee’s desk.
Vui long gitr may, toi sé n6i may cho co gap 6ng Lee.

I'm putting you through now, please hold.
T6i chuyén may ngay day, xin gil may. « put ~ through: néi/chuyén cudc goi

I'm sorry, he’s not available right now.
Xin 16i, hién tai anh &y khong co 6 day.

I'm sorry, he’s not at his desk right now.

I'm sorry, he’s not in the office right now.

Sorry, she’s away from the office this week.

R4t ti€c, tuan nay co6 8y khong c6 mat 6 van phong.

I'm sorry, she's in a meeting. Xin |6i, hién cd &y dang hop.
Sorry, you just missed her. Tiéc qué, c6 ay viia madi ra ngoai.

I'm sorry, he is in Milan on business.
Xin 16i, anh &y dang di cong tac 6 Milan.



@ 01-3.mp3
BUGC 2

T

bat cau dya trén
cau mau da hoc

(2]

Xin 16i, hién anh &y/c6 &y khong co 6 day. available, right now

T6i sé n6i may cho anh véi anh dy/c6 dy. Xin vui long gidr may.
transfer, stay on the line

Téi goi dé trao déi vé chuyé&n tham Seoul clia anh.
call about, your visit

Toi c6 thé ndi chuyén véi Steven Park 6 phong Tai chinh khéng?
may, Steven Park, finance

Xin 16i, téi la nguai vira goi dién luc nay. person, on the phone

e
7

Xin héi ai dang goi téi vay? ask, who

Alo, téi la John Evans & phong Kinh doanh.
John Evans, sales

@ I'm sorry, he's [ she's] not available right now.

@ | will transfer your call to him [her]. Please stay on the line.

© | am calling about your visit to Seoul.

O May | speak to Steven Park in the finance department?
@ Excuse me, this is the person who was just on the phone.
O May | ask wha's calling, please?

@ Hello, thisis John Evans in Sales Department.
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@ 01-4.mp3

Speak! )

Ap dung vao hoi thoai
Nhap vai va hoan R a s - O ST R
thanh doan hdi thoai 3 Alo, t6i la John Evans & phong Kinh doanh. Téi co thé giup gi cho c6?
|
John

A

Lisa

‘/% Toi c6 thé hdi co goi dién vé chuyén gi dugc khéng?
'/,

John

£ gmmmmemmmmmme

‘/% Toi sé ndi may cho cé véi Tom. Xin hay gilr may.
« 0.

John

A

Lisa

J% Khéng co gi.
7 Q@

John

John @Hello, John Evans, Sales Department. How can | help you?
Lisa @ Canlspeak with a conference team representative, please?
John @©Maylaskwhat thisis about?

Lisa  @I'mcalling about a sales presentation scheduled for Friday.
John @I'mputting you through to Tom now, please hold.

Lisa @ Thankyou.

John @ You're always welcome.
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PHAN I

TAP HOP NHUNG MAU CAU
TIENG ANH DUNG TRONG
GIAO TIEP CONG VIEC

192



CHUONG 6  Nhiing mau cau thuting dung khi giao tiép véi dong nghiép

CHUONG 7  Nhiing mau cau thudng dung khi giao tiép vdi di tac

Ban c6 thuong c&m thay lo lang khi sap phai nhan mét cudc dién thoai bang tiéng Anh, hay
khéng tu tin 1a minh c6 thé thuyét phuc dugc d6i tac nguoi nu6c ngoai trong cudc hop sap
t6i? Néu cau tré 1i 1a “C6” thi phan nay chinh la chia khoa gitp ban xéa tan nhiing lo 1ang ay.
Day 1a tAp hop cac mau cau tiéng Anh hiu dung chia theo 35 chi dé giao tiép thuting gap
trong cong viéc, tlr chao hai, lam quen véi doi tac, tdi hop hanh, dam phan, cong tac..., nho
vy ban sé dé dang tim dugc nhiing mau cau tiéng Anh phu hgp v6i tinh hudng thuc t& cla
minh. Chi can luyén tap theo nhiing mau cu nay, két hap vdi viéc 6n tap lai mau cau trudc
mdi tinh hudng, chac chan ban sé ¢ thé tu tin x{ Iy hiéu qua moi tinh hudng phat sinh can
st dung tiéng Anh trong cong viéc.
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CHUOGNG 6

NHONG MAU CAU THUGNG DUNG
KHI GIAO TIEP VGI DONG NGHIEP

V6i 12 chl dé thusng gap trong giao tiép &
van phong nhu chao héi, gigi thiéu, bao cao,
tan gau..., chuong nay tap hop nhiing mau
cau giup ban giao ti€p hiéu qua hon voi dong
nghiép va cép trén. Chi can thay nhing tu
dudc in mau xam trong cau bang cac tu phu
hop véi tinh huéng cu thé, ban cé thé thoai
mai ap dung nhiing cdu ma&u nay vao bat ky
truséng hop thuc té nao.




Chao haéi (1)

CHAO HOI - HOI THAM

Chao hdi - Hoi tham @ 26-1.mp3

oo1 Xin chao! CHil / Hello! / Hey! / Yo!
- Good morning. / Morning.
' Good afternoon. / Afternoon.
Good evening. / Evening.

@ Hey! va Yo! chidung trong cac méi quan hé
than thiét.

002 Anh khée khong? How are you? / How’s it going?
' How’s everything? / How do you feel?

003 Sangnay anh thé nao? How are you feeling this morning?

ws Congviecthdnso? Howarethings?
oosm(-l-udi tuan thé nao? ' How was your weekend?

;(;; Toi 6n. I'm fine. / Never better. / Not too bad.

' Great. / Fantastic.

007 Moi thirvan rat tot. Everything is going great.

we Khongcogidichiet. Nothing special.

s VAnths.  Sameoldsameold.
oo Bansust.  Keepingbusy.

on Cogiméikheng? What's new in your life?

o2 Cochwengithé? | Istheresomethingwrong? / What's

- wrong? / What’s the matter?

013 Trong anh khéng vui. You look down.
o014 TOi cam thay rat té. | feel terrible.
015 Toi dang bj cang thang. | am stressed.
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CHAO HOI - HOI THAM 26

Chao hoi khi gap lai sau mét thai gian

- Nice to see you again!
It’s nice to meet you again!

016 Gap lai anh that vui!

Longtimenosee. / It’sbeenawhile.
I haven’t seen much of you lately.

- Ihaven't seen you in years.

' lhaven’t seen you in ages.

021 Anh chéng thay déi gi ca ' You haven’t changed at all.
C6 chang thay d6i chut nao. - You haven't changed a bit.

| wanted to get a hold of you.
: - getahold of:liénlac

025 That bat ngds khi gap anh & day! What a surprise to meet you here!
Toi khdng nghilai gap anh 6 day dau! Never thought I'd meet you here!

028 Dao nay anh thé nao?

What have you been up to?
- How have you been?

Chao héi trong lan gap dau tién

@ 26-3.mp3

029 Chao anh.

How do you do?

031 Toila Stuart Palmer dén tl cong ty MK
International.

Nice to meetyou. / Pleased to meet you.
It’s a pleasure to meet you.



038 Ra&t han hanh dugc gap anh.

I’m honored to meet you finally.

Chao hoi sé dong

@ 26-4.mp3

039 Chao moi ngudai!

Hello everyone. / Good morning all!
' How do you do everyone?
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